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PLANNING AND COSTING OF A LOCAL ABSTRACTING 
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I K RAVI CHANDRA RAO, Documentation Research and 
Training Centre , Indian S t a t i s t i c a l I n s t i t u t e , 
Bangalore 560 003 . 
A plan for cos t ing an a b s t r a c t i n g ser-
v ice is discussed in d e t a i l . PPBS approach 
has been adopted for es t imat ing the cost of 
the s e r v i c e . Comparative cost f igures for 
a b s t r a c t i n g , and cos t -benef i t of l oca l ab-
s t r a c t i n g pe r iod ica l e r e g iven. Suggests 
cos t ing se rv ices before planning to i n s t i -
t u t e a continuous s e r v i c e . 
1 INTRODUCTION 
In recent t i m e s , the need to develop an e f f i -
cient s c i e n t i f i c and t echn ica l communication system 
for the maximal u t i l i s a t i o n of the ava i l ab l e infor-
mation has been f e l t by the use r s due to the follow-
ing f a c t o r s : 
1 A phenomenal growth of s c i e n t i f i c and techno-
log ica l l i t e r a t u r e ; 
2 The phenomena of seepage and s c a t t e r of docu-
ments; and 
3 The r a t e of obsolescence of knowledge, e t c . 
To overcome t h e problems posed by t h e above-mentioned 
f ac to r s , and a l s o with the ob jec t ive of he lp ing the 
users in t h e i r quest for knowledge, severa l secondary 
information s e r v i c e s , a t a l l l e v e l s , have come in to 
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existence. One such service cone at the local level 
is the production of the loca l Abstracting Periodical 
(=LAP) by an individual l ibrary or documentation 
cent re . However, for any information service to sur-
vive the budgetary cuts imposed by the Management from 
time to t ime, it had to demonstrate ei ther 
a cost-benefit or at leas t i t s cost-effect ivenees. 
In o ther words, a necessity has ar isen to jus t i fy 
the expenditure incurred on the information serv ices . 
11 Planning programming Budgeting System 
One of the methods of demonstrating the cos t -
effectiveness of an information service is by pro-
gramme budgeting which is a part of the "Planning-
Progracming-Budgeting-System", which has been d i s -
cussed in d e t a i l elsehwere ( 12 ). PPBS essent ia l ly 
provides the policy makers or the management with 
an ana ly t ica l evaluation of exis t ing and proposed 
a c t i v i t i e s , supported, whenever possible, with quan-
t i t a t i v e measures of performance — that i s , with 
costing of l ibrary operations ( 3,7 ) . According 
to t h i s method of budgeting, the components would 
be* 
1 Objectives of the organisation or the service; 
2 Act iv i t i es which r e l a t e to the achievement of 
the object ives; 
3 Costs; 
4 Benefits and byproducts; and 
5 Analysis of a l t e r n a t i v e s , if any. 
12 Scope of the paper 
In t h i s paper, an attempt is made to adopt the 
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PPBS approach in costing a loca l abs t r ac t ing se rv i ce , 
issued once in two weeks. 
2 DEFINITIONS 
The def in i t ions of come of the terms used in 
th is paper a re given below to f a c i l i t a t e easy commu-
nication of i d e a s . 
a) Abstract; An abs t rac t is a condensation or a 
summary of the subject contained in the document, that 
i s , it is a content descr ip t ion of t h e document con-
cerned ( 1 , 6 , 9 , 1 1 ) . 
b) Abstract ing: Abstracting is t h e act of pre-
paring a b s t r a c t s . 
c) Local Abstract ing Per iod ica l : The local ab-
stract ing per iodical is a current documentation l i s t 
with a b s t r a c t s , issued by a l ib ra ry in an organisa-
t ion. 
3 LOCAL ABSTRACTING PERIODICAL 
30 At t r ibu tes 
The (LAP) should have the following a t t r i b u t e s 
if it is to be of use to the c l i e n t e l e for whom it is 
meant. 
1 It should be produced pe r iod ica l ly , the 
periodicity depending upon the Information User ' s r e -
quirements, a v a i l a b i l i t y of document resource , and 
man-power resources in a l i b r a r y ; 
2 It should generally cover nascent micro-
subjects published in documents, such as a r t i c l e s in 
periodicals , s tandards , s p e c i f i c a t i n s , r e p o r t , 
patents, e t c . 
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3 It should be severely s e l e c t i v e . The selec-
t i on of documents to be includec in the (LAP) should 
be governed by the i r usefulness to the work being 
done by the use r , tha t i s , it should be projec t -
o r ien ted . 
4 It should preferably be r e s t r i c t ed to the 
document resources of the l i b r a r y , the documents be-
ing included after the i r a r r i v a l to the l i b ra ry ( 4 ). 
31 Objectives 
The object ives of a (LAP) can be enumerated as 
follows: 
a) To a s s i s t the research, development, and 
management personnel in keeping abreast of the cur-
rent developments in t he i r respect ive f ie lds of in-
t e r e s t ; 
2 To inform quickly the spec ia l i s t about the 
a r r i v a l of the documents of his in te res t in the 
l i b ra ry : 
3 To f a c i l i t a t e select ion of documents to be 
read ; 
4 To f a c i l i t a t e the preparation of bibl iogra-
phies , reviews, e t c ; and 
5 To f a c i l i t a t e the select ion of documents, in 
other languages, to be t ransla ted for use by the 
c l i e n t e l e . ( 4 , 5 ) . 
32 Make-up of Text of (LAP) 
A minutely c lass i f ied and adequately featured 
(LAI) would be the most useful kind for i t s u s e r s . 
Therefore, the (LAP) should consist of the following 
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two parts 
1 Classified l a r t ; and 
2 Alphabetical F a r t . 
321 Classified } a r t 
The preparation of the Classified par t of the 
(LAP) is the cos t l i e s t and time-consur.ing piece of 
work, The items of information and t h e i r sequence 
that should be included in the Main Entry in the 
Classified Fart is given below: 
1 Class Number of t h e Document; 
2 Feature Heading; 
3 Ser ia l Number; 
4 Book Numbers 
5 Author(s)r 
6 T i t l e of the document; 
7 Series note , if any; 
8 Host specification 
81 T i t l e of the host pe r iod ica l ; 
82 Number of Volume; 
83 Year of pub l i ca t i on , 
84 Pagination: 
S Language symbol; and 
10 Abstract . 
322 Alphabetical Part 
The Alphabetical part w i l l consist of the follow-
ing: 
1 Subject index; 
2 Author index; and 
3 List of per iodicals covered in the issue 
of ( U P ) . 
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33 Procedure 
The s tep-by-step procedure to be followed in 
the preparat ion of a (LAP) — including guidel ines 
for abs t rac t ing — have been discussed by a few 
authors ( 4, 10, 13 ). Broadly speaking, the proce-
dure cons is t s of seven s t eps , 
1 Scanning and. se lec t ion of documents. 
2 Preparat ion of the Main Entr ies — includes 
a b s t r a c t i n g . 
3 Classifying the Main E n t r i e s . 
4 Arrangement of Classif ied Part of (LAP) 
5 Featur ing. 
6 Freezing. 
7 Pre ra ra t ion of the Alphabetical P a r t . 
34 Time Analysis 
The following average data were confuted for 
t h e di f ferent pieces of work involved in the prepa-
r a t i o n of a c lass i f i ed (LAP) of 100 e n t r i e s . 
341 Table 1. Time Taken 
Total for 
SN work the job 
(in hours) 
1 Scanning and Selection 1.5 
2 Writing of Main Entry 6.0 
? Writing an abstract 24.0 
4 Checking of e n t r i e s 1.0 
5 Class i f i ca t ion 27.5 
6 Checking of (CN) 0.5 
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Cum Total 
7 freezing 
6 Preparation of Indexes 
9 Checking of indexes 
10 Miscellaneous jobs 
TOTAL 
Total for 
the job 
( in tours) 
60.5 
C.7 
13.3 
0.5 
0.5 
75.5 
Note- The t ine analysis given above is based on 
the experience of the present batch of students of 
the DRTC. 
The figures arrived at compare favourably with 
those arrived at by Gupta ( 4 ). 
35 Cost Analysis 
The a c t i v i t i e s in a l ibrary or documentation 
centre may either be o p e r a t i o n a l - se lec t ion , ac-
quisition, processing — or service a c t i v i t y , such 
as current awareness, informal;ion r e t r i eva l e t c . 
It must be remembered here that the operational ac t i -
vit ies are supports for the service a c t i v i t i e s . 
Hence, in the costing of an individual service, due 
weightage is to be given to the cost of the opera-
tional a c t i v i t i e s , and an appropriate percentage 
has to be transferred ss associate cos t s . 
351 Operational Cost 
The operational costs would include the staff-
costs (Direct costs) as well as material or service 
45 
C35I Ravichandra Rao 
cost in r e l a t i o n to t h e o p e r a t i o n . In the present 
paper , the s ta f f cos t s only have been t aken , but net 
cos t s incurred on m a t e r i a l s e t c . I t has been estima-
ted that 50 man hours in a year a r e su f f i c i en t for 
the s e l e c t i o n and procurement of documents, and for 
t h i s purpose, an ope ra t iona l cos t of Rs 100/- would 
be incu r red . 
352 Service Costs 
The se rv i ce cos t s would include 
1 Expenditure incurred on 
a ) Profess iona l s t a f f , 
b) S e c r e t a r i a l s t a f f ; 
2 Expenditure on s t a t i o n e r y ; and 
3 Other miscellaneous expendi ture . 
3521 Salary of P rofess iona l Staff 
In Sec 34 , it has been shown tha t for t he pre-
para t ion of an i s sue of (LAP) containing 100 e n t r i e s , 
a t o t a l t i n e of 75.5 hours is r e q u i r e d . Therefore , 
for t h e p repa ra t ion of 26 i s sue s in a year (The (LAP) 
i s issued once in two weeks) , t h e t o t a l t ime required 
would be 1963 hour s , t h a t i s , 1.25 m a n - y e e r . Here, 
a 100 per cent e f f ic iency is a s s u r e d . But, i t i s 
a we l l known fact t ha t in recommending or s e t t i n g a 
s t andard , only 80 per cent e f f ic iency should be taken 
for cons ide ra t ion . Thus, for a (LAP), approximately 
1.5 Kan-year is r e q u i r e d . So the cost involved on 
profess iona l s t a f f , at the r a t e of Rs 600 per month 
per person, would be Rs 10,800. 
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3522 Salary of Clerical Staff 
The (LAP) so prerared by a professional has to 
be stencil-cut by the c l e r i c a l or t he s e c r e t a r i a l 
staff, in order that a large number of copies of t he 
(LAP) can be made. The production of a large number 
of copies would f a c i l i t a t e in t he dissemination of 
current information to a l l concerned. It has been 
estimated that 0.5 man-year would be required for 
26 issues of (LAP), each issue containing a maximum 
of 50 A4 size r ages . Therefore, the cost incurred 
on salary to c l e r i ca l s taff would be about Rs 2500.00, 
(It is assumed here tha t the monthly salary of the 
clerical s taff involved in t h i s type of work would 
be b 450.00). 
3523 Expenditure on Stat ionary 
The s tat ionery requi red , and the approximate 
cost (Rs 3600,00) is given in the t ab le below. 
3524 Miscellaneous Expenditure 
A sum of Rs 1 ,000.00 may be earmarked for miscel-
laneous expenditure — payment to be made for the 
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1 
2 
3 
Stationery Item 
Catalogue s l i p s 
Stencils 
Impression paper 
Numbcr of 
Units r e -
quiretf(in'00) 
180 
15 
400 
00) 
Cost 
Per Unit 
5 
I00 
3 
TOTAL 
in Rs 
| Total 
Q00 
1,500 
1 ,200 
3,600 
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s t a l l involved in t h e work of d u p l i c a t i o n , cost of 
ink e t c . 
3525 Summary of Expenditure 
The following t a b l e g ives t h e t o t a l expendi ture 
fox t h e a b s t r a c t i n g s e r v i c e . 
1 Salary on Pro fess iona l s t a f f 10,800 
2 Salary on C l e r i c a l s t a f f 2,500 
3 Expenditure on S t a t i one ry 3,600 
4 Miscellaneous expendi ture 1,000 
5 Opera t iona l cost (See Sec 351) 1 ,000 
TOTAL 18,900 
36 Corparat ivc Cos t - f igures per Abstract 
Bourne and o t h e r s , who have s tudied tho index-
ing and a b s t r a c t i n g r a t e s as wel l as cos t s have 
pointed out some f ac to r s which make comparison of 
d i f f e r e n t s e r v i c e s d i f f i c u l t ( 2 ) . On t h e b a s i s 
of a study covering twenty s e r v i c e s , they have ob-
served tha t the u n i t cost per a b s t r a c t ranges i ron 
as low as $ 2.30 to as high as $ 57-96. 
The present study has shown tha t the cost per 
a b s t r a c t under Indian condi t ions is about Rs 7 . 0 0 . 
I t is only an approximat ion, and fur ther work in 
t h i s regard i s e s s e n t i a l . 
4 COST BENEFIT 
v 
I t i s d i f f i c u l t t o a s s e s s t h e cos t -benef i t o f 
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f. manually produced current awareness l i s t . However, 
Nightingale ( 6 ) has shown that there i s de f in i t e ly 
a cos t -benef i t . He has shown a cost-benefi t of 
0 
a 27,000 per annua in h i s o r g a n i s a t i o n . Though h i s 
assumptions o r c la ims a r e a r g u a b l e , i t i s f a i r l y 
cer ta in tha t a l a r g e amount of b e n e f i t a c c r u e s due 
to the production. of the l o c a l a b s t r a c t i n g p e r i o d i c a l , 
as o therwise , a l o t of t ime would be spent by t h e 
research workers a rri the reby a l o t of money. F u r t h e r , 
it nay be noted t h a t (LAP) can be a feeder s e r v i c e 
t o other s e r v i c e s i n t h e l i b r a r y such a s d i g e s t se r -
v ice , r e t r o s p e c t i v e b ib l iog raphy s e r v i c e , t r end re -
port s e r v i c e , e t c . I f t h e o b j e c t i v e i s t o reduce 
to c minimum t h e expendi ture incur red on the (LAP) » 
the same can be pr iced and issued to o ther i n s t i t u -
t i o n s . Such a p r a c t i c e is being fol lowed in some 
of the Research and Development O r g a n i s a t i o n s in 
Ind ia . 
5 CONCLUSION 
Costing of va r ious i tems of work in a l i b r a r y 
or a documentation c e n t r e , helps a l i b r a r i a n or 
l ibrery a d m i n i s t r a t o r in making d e c i s i o n s for e i t h e r 
the i n s t i t u t i o n or cont inuance of p a r t i c u l a r se r -
v ices . I t provides him wi th da t a on the b a s i s of 
which a documentation c e n t r e can keep opa r t a r e a -
sonable sura of money for u t i l i s a t i o n towards a l i b -
rary s e r v i c e . I t a l s o a i d s i n resource mob i l i s a -
t ion to augment t h e s e r v i c e s i n s t i t u t e d wi thou t a 
break in i t 3 c o n t i n u i t y . On t h e o ther hand, where 
services — p a r t i c u l a r l y the i n s t i t u t i o n of Loca l 
Abstract ing Service — have been i n s t i t u t e d wi thout 
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any r e a l i s a t i o n o f t h e r e l a t i v e cos t i n v o l v e d , w i l l 
soon lead to d i s c o n t i n u a n c e for want of funds and 
nan-power r e s o u r c e s . The s e r v i c e d i e s a s t h e i n i -
t i a l enthusiasm wears o f f . 
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